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 WEMCRANDOM POBE Deputy Direstor (Support)
BUBJECT = = 3 Review of T/0 for Cable Searetariat-ilessage Ceater

KEFERENCE g Maworsndum to DD/3 from Executive Director dated
- 33 August 1962, Bubjeat: Sane as Above.

1. This meworandwas contalns two recommendations for your
approvals Such recomnendstions are contained in paragraph 5.

2. The Office of Personnel has completed the recuested study
of the Cable Secreteriat-esaspge Canter, The study covered the
izpact of the trausfer of non~CIA cable dissemination responsibilitics
from Office of Central Referomce, and Recorda Integration Division to-
the Cable Secrstariat<iessage Center, opecifically as it related to
crganisation, ataffing, grade patterns, and work load.

3. Factors bearing on the probles of sn sdequate staffing
cozplesont are noted bslowr

&+ Both CIA cable trafiic and mta?cli ca’bln traffic have
inamm 103% for a combined inorsase of 2067 in volume since
Goln :

b, Transfer of the non-CIA cable dissoxdnation activity
in 1961, merely represented a moveuent of function and thirteen
persennel from cne location to ancther. It did not provide
additional menpower to process the inoreasing work load of the
Cable Secrotariat-Messape Centore

o« Cable inalysts are being used to porform routine
¢lerical asaignagnts due to an arblirary impositicn of ceiling
restriction on the utilisstion of soven olerical positiocns
previcusly authorized.

ds ¥ork back-logs are contimuing %o increass, and the tize

lag botwsen receipt of cables in the Message Center to delivery
to the ultixgte custcuer ia‘ reaching undesirable preporticie.
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~ SUBJECT: Rovi;w of T/0 for Cable Secretariat-Message Center

e. As a result of the merger of CIA and non-CIA cable
activitieb, analysts are being trained in the processing of
both typep of traffic. To help reduce the back-log, dole-
gatlon of releasing suthority hss besen granted to the uenior
ana.lyata.i

£. The remaining gap is in the clerical processing area
where an increase ls definitely indlocated, and is a necessity
if any appreciable reduction in the processing time lag and
back~log of work is to be acocomplished.

Le A Tovised staffing complement for the Cable Secretariat-
Msasage Center has bsan developed jointly by the Cable Secretary
and the Office of Persomnel (Tab A). It is felt that certain
structural, classification and ceiling changes to subject organi-
zation will appreciably reduce current back~logs and will permit
Cable Analysts to work at their highest skill level on a contimwous
basis. Significant changes to the present organization sres -
(a) establistment of Senior Cable Analyst positions at the G3-09
level; (b) establishment of three full-time Message Center shift
supervisory positionsy and (¢) more equitable distribution of
clerical positicns in the Message Center. :

. 5. It ia recommended, therefore, that the proposed revision
to the staffing complement for the Cable Secretariat-Message Center
be approved (Tab A), and that the personnel ceiling be incressed
commensurate with the present authorized position
astrength, ‘ .

25X1

Tdrector of Fersonnel

4

Attachmentss
Tab A = Staffing Complement
Tab B - Staffing Pattern of Message
- Center Tours
Tab 0 ~ Organization Chart

The reconmendations contained in paragreph § are approveds

/ 25 SEP 1962
\._)4_[ L
Le Ko WHITE Date
nsputy Director (Support) *except that DD/S is without -
authority to apyrove the cetl-

Ing increase, This matter

PaSanks
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SUBJECT: Roview of T/0 for Cable secretariat~Message Center

Distribtutiont .
O & 1 - CP/SWD
2 - 1D/3 o
e 1 - ce;?lq Sec. v
‘ 1 - D/Para :
/ l1- Qf'/m (V/h)
17 SEP 1962
Date
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CABLE SECEETARIAT AND MESSAGE CENTER
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